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Reordering Previously Ordered Items

1. To find a cart or order to copy items from, select the shopping cart on the left-hand bar and go

to my carts and orders, clicking on “View My Orders (Last 90 Days).
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Open My Active Shopping Cart
Wiew Draft Shopping Carts
View My Orders (Last 90 Days)

2. Review the list of carts or orders from the last 90 days.
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Search Tarms
Prepared For
Billy Boy

Filtered By
Type: Requisition
Date Nange: Last 20 days

Save Search | Fupart Search

Refine Search Results !
Date Ranga

Last 90 days |Z|
Supplier Te
Office Max 9)

Office Supplies Vender 1 (3)
Dell (2;
Grainger (1]

Govionnection (1) [more]

Business Unit

Bureau o' Procurement (PROCURE)
(11}

Department

View My Orders (Last 90 Cays) o

Results per page 20
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W 1077987

» 1077952
1077949 -2
v 1075823 =

1074960
. 1678804 1
1075731 0 1

1075730 %
1073862 %

1073880 X
v 1068005 4

Results per page 20

Showing 1 - 11 of 17 results

Supplier(s)

Office ax
Office Supplies Wendor 1

Office Max
Office vax

Office Max
Office Supplies Yendor 1

APG Otfice Furnishings
BD Biustientes
GovConnection

Othce Max

Dell
Office Wax

Office Max

Grainger

Graybar Elzclric Cormpany
office ax

more..,
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office ax
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Last 90 days (10/13/2013-1/10,2014

Sort by: Best match
Requisition Name

2014-01-10 Billy B C3

2014-U1-10 Billy B C2
2014-01-10 Billy B CL

Slapler

2014-01-02 Bully B C1

TomCelasnippetBasicShopping

2014-01-06 Billy B C2

2014-01-06 Rilly R 01

2013-12-26 Billy B C2

2013 12 26 Dilly b C1

2013-12-09 Billy B C1
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Requisiticner Requisition Date/Time Requisition Total
Blly Boy 1/10/2014 1:18 P 3945 UID
Billy Bay 1/10/2014 1228 PM 1244 UsD
Billy Bay 171072014 1218 PM 177.32UzD
Billy Buy 171072014 12:153 PM I8.89 UID
Billy Bay 1/8/2014 851 PM 92175 UsD
Billy Bay 1/6/2014 409 PM 453 UsD
Blly Bay 1/6/2014 330 PM 242340 USD
Rilly Ray 162014 12:21 PNV 16.52 115D
Blly Bay 1/2/2014 10:44 AM 177182 UsD
Dilly Doy 12/26/2C17 A6 AM 221285 UD
Elly Bay 12/9/2013 9:37 AM 12.96 USD
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3. Click on a Requisition No. to open the cart line item details.

Requisition No.

v~ 1077987 4
v~ 1077952 L4
v 1077948
v’ 1075823 4
v~ 1074969 -\
v~ 1075804 4

v 10757310 0

v 1075730 %
1073862 %
1073880 %
1068005 %

4. After you click on the Requisition No., click on “view” to open the order detail information.

Awsilable Adions | Aod Cemment ~| B

Kequsiton PR Approvat: Comments | Atachments | History

Summary | St Al

Hidavahis dasripfions

4z

Genera 2 ' ing Address 1 Billing Addres 2 Payment Information 2
AdminisTavion (SC500] ATTN: NAMe X hoiser Namsa MNAMEX
NAMEX UIVESIUN, SUR G LEE | AUMIN & HNANLE Cavd Numiber HHOOCO0G00CK11 11
Ex 172021
WOO30Z waw t
it oy it
?

Supplier / Line lem Details

8. Details for items in the cart are displayed in a Summary window below.

Supplier / Line Item Details

For selected ine rams | ASd To Faverites El J s |

to maka changes? VIEWITEMS Item(s) was ratrieved or 1/6/2014 3:25:34 Ph
Product Description Catalog No Size / Packaging UnitPrice  Quantity ExtPricc [
1 Optiplex 3011 AlG;OptiPlex 3011 All-In-One Desktop §-  mers infc 210-ABJY EA 164986 1EA 164986usD [

Contract BZ7160 merainfo
De Commadity Code 20453
Microcomputers. Desktop or Tower

mars infe

2 v/ Epson FX-8%0 Serial Impact Dot Matrix Printer §-  marainfz A0321887 EA 36199 2EA 73ssusp
Contract EZ7160 marains

20452

Microcomputers, Deskiop or Tower

Del

Supplier subtotal 2373B4USD
Office Max mereiniz
Praduct Description Catalog No Size / Packaging UnitPrice  Quantity ExtPrice I
3 v Expa - Dry Erase Marker Caddy. Color Assorted. Style Chisel Tip €2 gy mersinf NZLTB52%4 PK 123 4PK 4956usD [
SANFCRD Commodity Code
afficemaxsoiutions.comyc_ 11
Supplier subtoral 485EUSD
¢ each suooier. The valuas shawn hare are for estmation purposes, SuSget chadking, and wordiow 200roNsls. Subtotal 242340
Total 242340 USD
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9. Purchasers may place a check next to items that will be copied into an active or pending cart.
Locate the “For selected line items” field and select an option from the dropdown menu; Add to
Favorites, Add to Active Cart, Add to Shopping Cart.

For selected line items

Add To Favarites
Add To Favorites

Add To Active Cart
Add to Shopping Cart

10. For this example, choose “Add to Active Cart” and click on Go. (NOTE: You cannot re-
order items from a punchout catalog-ONLY hosted catalog) and at least one item has to be
selected.

For selected line iterns | Add To Active Cart ﬂ m
Add To Active Cart

iging

Unit Price  Quantity

656.76 1EA

Supplier subtotal

Unit Price  Quantity

265.00 1EA

Ext. Price ¥
656.76 UsD ¥

656.76USD

Ext. Price [
265.00usp [

11. When the purchaser elects to “Add to Active Cart”, review the verification window that pops
up and click on the “Close” button.
/€ Addto Cart/Requisition - Windows Internet Exp'm\wwided by State... [ || & |[mES]

|g https://usertest.sciquest.com/apps/Router/AddDocLinelteMBopup?Tmstmp=13893¢ g ‘
i

2014-01-10 Billy B 04

Added Successfully
Supplier

APG Office

Furnishings AE111AWE

8226848

GovConnection

Catalog
No.

?
Description Quantity

Aeron 1

work chair

with non
upholsered
arms and
adjustable
lumbar

supprt

Cisco IP 1
Phone
7931G with
1RTU
License

€D Internet | Protected Mode: Off

v HB10% -
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12. The selected items are added to the active cart and are available to order. At this point, the
shopper may choose to continue shopping and add additional items to the cart or checkout.

13. Return the active cart by clicking on the cart icon box in the upper-right of the web page to
review and Proceed to Checkout.

MARE X » W | Action Items | Notifications

My Cart 2014-01-10 Billy B 04

¥ Cisco IP Phone 7931G with 1 RT... View My Cart
EERSE  DOuantity 1

Aeron work chair with non upho...

no image
available | oo ooen

Ce Dab/0 Ual) W

LAl Cisco IP Phone 7931G with 1 RT...
PRODUCTS : antit

no image .
available | . T o

Ce: Dao./o Ukl W

3 additional lines

1,382.69 USD

14. Or, click on the WISBuy logo in the upper-left corner of the screen to return to the WISBuy
Home and continue to shop.

NAME X  w % Action Items Notifications

T WISBUYSSSMNS e

! ™ Shop  Shopping Dashboard = Shopping Home = Home/Shop

Shop |Everything m J

Go to: advanced search | favorites | quick order Browse: suppliers | categories | cuntractm

MBE Suppliers
Welcome to WI$Buy the State
of Wisconsin's PCard
Marketplace

APG Office Furnishings

Please visit the following external website for
additional information on how to navigate

. Punchout Catalogs
WI$Buy, easy to use purchasing shortcuts, how
to set up your defaults, and much more: ~ A # A ol
W WISBuy.wi.gov. (- Office Supplies - . _
DAL Vendor1 GRAINGER. . Iﬂs_of-f.c[e FasTENAL
Punchout Punchout Punchout olutions, Inc. I

15. Please note that this functionality is not available for items from a punch-out supplier. Items
from punch-out suppliers cannot be copied into a new cart and must be reordered directly from

the punch-out site or by utilizing any “favorites” functionality available on the vendor’s punch-
out site.

Page 4 of 5
Revised 3/14/2014



C e WISBUYX\SEES%?R{EETPLACE

This concludes the lesson on Reordering Previously Ordered Items in WISBuy. For further
assistance, please contact WISBuy@Wisconsin.gov or visit the website at wisbuy.wi.gov.
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